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	Job Title:
	Family Voice Calderdale
Project Co-ordinator
	Function:
	Family Voice Calderdale project 



	
	Criteria
	Essential
	Desirable

	
	Skills and personal attributes
	
	

	1
	A good understanding of the issues faced by Parent Carers of children with disabilities and/or additional needs.
	X
	

	2
	Ability to lead, influence, persuade and enthuse.
	X
	

	3
		Ability to deploy good interpersonal skills in busy and stressful situations.



	X
	

	4
	Ability to adapt easily to challenging situations.
	X
	

	5
	Ability to problem solve in a solution focussed way.
	X
	

	6
	Excellent written and verbal communication skills.
	X
	

	7
	Good IT and social media skills and familiarity with software for word processing, presentations and surveys.
	X
	

	8
	Financial acumen and ability to complete funding applications.
	X
	

	9
	Ability to plan and prioritise workloads and work to deadlines.
	X
	

	10
	Ability to analyse the support needs of Parent Carer Representatives.
	X
	

	
	
	
	

	
	Knowledge and qualifications
	
	

	11
	Highly skilled in Microsoft office applications.
	X
	

	12
	Ability to work accurately and pay attention to detail.
	X
	

	13
	Ability to problem solve.
	X
	

	14
	Ability to use own initiative.
	X
	

	15
	Methodical and analytical approach to handling information.
	X
	

	16
	Experience with working with various database software/ web applications.
	
	X

	17
	Ability to use social media in a professional context.
	
	X

	18
	Evidence of good educational attainment or alternative work/voluntary/personal experience relating to this post.
	X
	

	19
	knowledge of local services for families with disabled children/young people.

	
	X

	20
	An understanding of the social model of disability.
	
	X

	21
	An understanding of the principles of  participation and co-production.
	
	X

	22
	Knowledge of The Children and Families’ Act 2014 and the SEND code of practice.
	
	X

	
	
	
	

	


	



Experience
	
	

	23
	Experience of building, maintaining and developing relationships with a variety of different groups of parents, professionals and other stakeholders.
	X
	

	24
	Experience of service user engagement e.g. engaging with users, identifying their needs and helping them communicate these to decision makers.
	X
	

	25
	Experience of making links within the community.
	
	X

	26
	Experience of negotiating with people and managing conflict/differences of opinion in a positive way.
	X
	

	27
	Experience of promoting and presenting information and ideas to different audiences.
	
	X

	28
	Experience of writing reports and evaluations.
	X
	

	29
	Experience of working with less heard/hard to reach group(s).
	
	X

	30
	Experience of working with families of disabled children or young people in either a professional voluntary or personal capacity.
	X
	

	31
	Experience of supporting volunteers.
	
	X

	
	
	
	

	
	Working arrangements
	
	

	32
	Willingness to work flexible hours, according to needs of the Charity and its Members.
	X
	

	33
	Willingness to attend training courses and events.
	X
	

	34
	Ability to travel independently throughout Calderdale.
	X
	

	35
	Willing to accept and to give feedback and guidance and to be accountable to colleagues and managers.
	X
	

	36
	Take responsibility for setting and delivering individual work-plan with agreed targets and timescales.
	X
	

	37
	Able to work in the UK.
	X
	

	38
	Experience of working under the direction of a Chief Executive Officer.
	
	X
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together improving services
supporting families with disabled children




